[bookmark: _Toc124408919]Part 1 Pre–Assessment Questionnaire for International Travel

	Questions
	Yes / No
	Actions to take If Yes

	Could the activity objectives be achieved via remote methods?
	
	Justification will need to be provided in the risk assessment section as to why international travel is necessary.
If objectives can be achieved via remote methods these should be prioritised.

	Does the university Sanctions Policy list any country you are planning to travel to as part of the activity?
	
	Travel to sanctioned countries for University business (whether broadly or narrowly sanctioned) is not permitted. The Vice Chancellor may permit travel to sanctioned countries on a case-by-case basis, in line with government guidelines. The risk assessment must include consideration of the availability of insurance cover.
Speak to your appropriate Dean / Director about the process for writing a business case and requesting permission for travel.

	Please ensure you have read the Foreign, Commonwealth & Development Office (FCDO) guidance relating to your proposed travel destinations
https://www.gov.uk/foreign-travel-advice, 
You will be unable to answer the following questions if you have not reviewed this information for each country or territory you are planning to visit.
As this advice is continually updated it is subject to change before you leave, you will need to continue to monitor this advice and update this assessment accordingly.

	Does the FCDO advise against all or all but essential travel to any part of the destination country?
	
	It is extremely unlikely the trip will be able to continue (even if previously approved) without prior written justification approved by the SLT that the trip is required despite FCDO advice. You should speak to your appropriate Dean / Director about the process for writing a business case and requesting permission this way. We would also encourage you to contact H&SZone@londonmet.ac.uk  for additional advice and guidance.

	Does the FCDO notify of any additional hazards or risks for any country or territory or region to be visited including but not limited to high crime, terrorism, kidnap, political / civil unrest, violence, severe weather such as flooding, earthquakes, hurricanes etc?
	
	Include in the risk assessment each such hazard, for each region you are traveling to and how these will be avoided, mitigated or managed.

	You will also need to create a personal log in to the AIG Travel Guard Assistance Website using your university email and policy number: 0010016147. You will be emailed a 24 hour temporary password which you will need to log in and change within 24hours. Please don’t not use your university login password as this is not a single sign on account.

You will be unable to answer the following questions if you have not reviewed AIG Country report for each country or territory you are planning to visit.
As this advice is continually updated it is subject to change before you leave, you will need to continue to monitor this advice and update this assessment accordingly.

	Is overall risk rating for any of the countries visited is High or Extremely High (as per AIG Travel Guard)?
	
	Additional security considerations will be required before your trip can be approved. Student travel will not be permitted. Contact H&S team to request a personalised risk assessment from an external provider.

	Are any of the individual risk indicators High or Extremely High?
	
	Suggest control measures to mitigate the risk in the risk assessment.

	See https://travelhealthpro.org.uk/countries for additional information on vaccinations and health advice specific to each country
You will need to review this in conjunction with the health information available from AIG Travel Guard and FCDO links provided above.

You will be unable to answer the following questions if you have not reviewed this information for each country or territory you are planning to visit.
As this advice is continually updated, you will need to continue to monitor this advice and update this assessment accordingly.

As a part of the risk assessment, an assessment of the health hazards associated with the particular off-site work or travel should be undertaken. These hazards may include, for example, the prevalence of certain diseases and parasites. The assessment should also detail any vaccinations and minimum capabilities expected of fieldworkers or trip participants such as physical fitness. 

	Are any vaccinations or other medications required for any destinations? 
In addition to above you may want to review the following
Available NHS Travel Vaccinations by Country and NHS Malaria
	
	Ensure all participants are informed of these requirements, be aware there may be a wait time to obtain a vaccination appointment and some vaccines may have an upfront cost. 
Ensure details of vaccinations required are detailed in the risk assessment.
Further advice can be found at NHS Travel Vaccinations.

	Is there a significant health advice for any destination that participants will need to be made aware of?
	
	Ensure details of health advice are detailed in the risk assessment and communicated to all travellers.

	Are any participants pregnant?
	
	See NHS guidance on traveling while pregnant GP https://www.nhs.uk/pregnancy/keeping-well/travelling/, also consider what additional regional risks may be present eg increased risk from specific illnesses such as COVID-19, Malaria and Zika virus.

	Do any participants have pre-existing medical conditions and / or are you taking prescribed medication?
	
	Participants should contact their GP and liaise with the DDS (for students) or Occupational Health (for staff) for specialist advice and guidance. Travellers GP or Occupational Health (for staff) may need to conduct a health assessment for travel. This assessment should cover the effect of the proposed work and travel on health and whether the off-site worker / traveller is fit for proposed trip and activities. 

	Are there any minimum fitness requirements for any of the activities planned?
	
	Ensure this is detailed in the assessment including how you are determining individual fitness of participants.

	Are any participants unfit to travel or otherwise have been advised against travel by a medical professional including their doctor or dentist?
	
	Please contact Health and Safety and Insurance team as soon as possible to discuss.

	Are participants planning to use any transport within the country / location of the destination, other than public transport to reach venue? eg driving, taxis, hired cars or coaches
	
	Specify this transport in the risk assessment. 
If private hire / pre-booked transport, use only reputable, licensed and insured providers.
Consider using a university approved provider. If not, you will need to vet the provider to confirm they have appropriate licenses and insurance in place.
If using personal vehicle, consider:
· Impact of fatigue (jet lag / time difference, travel distance and journey times. Can driver rotation be utilised?).
· Route planning - how will you navigate, what will you do if you get lost?
· Vehicle condition and dealing with break downs. 
· License, local driving laws, insurance requirements.

	Does the trip include outdoor fieldwork?
	
	Include in the risk assessment. Consider seasonal and forecast weather conditions and if you recommend any clothing or other provision (such as sunscreen or water for hot weather). If specific clothing has been identified please record all specified items of clothing in the assessment, don’t just say “suitable clothing”.
Consider how you will deal with emergencies such as a medical emergency in remote areas. If phone signal is an issue, how will you get help if needed?
Consider the length of the trip and welfare provision such as toilets and handwashing facilities, identifying locations where required.

	Does the trip involve working in hazardous workshops / laboratories, industrial processes or practical hands-on experience?
	
	Consider additional hazards presented by the activity in the risk assessment. 
If activities are being offered as part of the host venues undertaking, then you will discuss potential hazards with the host organisation and obtain copies of their assessments for review in advance of the event.
Consider if you need a higher staff to student ratio.

	Are there any individual factors which may increase the risk of the trip? 
e.g. disability, linguistic, cultural or other factors such as “protected characteristics” which may 
increase the risk of illness or 
accident or may require specific 
adjustments of support if living 
away from home
	
	Consult with all aspects of the NHS advice, including culture shock, female travellers, LGBT Travellers and others available from https://www.fitfortravel.nhs.uk/advice#general-travel-health-advice.
Include relevant considerations in the risk assessment.

	Is any lone working planned as part of the activity? 
	
	Consider if this is necessary and avoid lone working where possible.
If lone working is required, identify how this will be managed including check-in and contact arrangements.
Consider if you need a higher staff to student ratio.

	Does the activity involve work after dark?
	
	Consider how this may impact other hazards and what provisions are needed.
Consider if you need a higher staff to student ratio.

	Are any persons travelling choosing to take any annual leave in-country surrounding or during the trip?
	
	According to the current Policy travellers are required to have private insurance for any annual leave days associated with your travel. Further details can be found in “Travel and Expenses Policy": https://www.londonmet.ac.uk/about/policies/policies-a-z/ 

	Are multiple participants attending the trip?
	
	If the activities involved for all participant is essentially the same you may be able to record this with a single risk assessment and (and therefore a single travel request).  
However were participants are going to the same country but undertaking significantly different activities, this may be viewed as separate trips even where they are traveling together, and therefore will require separate risk assessments and travel requests.

	Are any members of University’s Senior Leadership Team or Senior Management Team participating in this trip?
	
	Consider how this changes the risk profile of the trip, eg kidnapping and hostage risks?
What else will you need to consider, who else needs to be informed, what other emergency plans, and lines of communication, need to be put into place?



If any question is answered “yes”: 

Read the recommendations in the “actions to take if yes” column of the questionnaire table above and update the risk assessment section of the “International Travel Risk Assessment” below (Part 2) with your findings. 

In addition to these points you will also need to consider:

· International Travel: Will you book it via the University Travel Management Company (TMC)? What is the back up plan if a flight or connecting flight is cancelled or if you cannot travel to the country / location of a connecting flight for some reason, eg poor weather, injury / ill health, political / conflict issues.

· Accommodation: Did you book via the University TMC? What is the back up plan if there is an issue with the booking such as cancellation / double booking?

Ensure you have completed the following supporting documents:

· International Travel Participants Information Form - Identify participants.
· Emergency Response Plan - Some details of emergency plans resulting from your risk assessment may need to be recorded on this document which is intended for the participants to print and have to hand.

Finally, complete the other sections of the “Assessment details, Travel Schedule and Emergency Response Plan” removing text prefixed “Insert” and replacing it with your answers.

Part 2 – Risk Assessment for International Travel
	Reference Number:
	



Assessment Details						
	[bookmark: _Hlk141360132]Persons completing (the organiser) / reviewing the risk assessment
	Title / Position
	Department / School  / Subject

	Insert Name of organiser / reviewer 1
	Insert Title / Position of organizer / reviewer 1
	Insert Department / School  / Subject / reviewer 1

	Insert Name of organiser / reviewer 2
	Insert Title / Position of organizer / reviewer 2
	Insert Department / School  / Subject / reviewer 2

	[bookmark: _Hlk146554170]Date Assessment carried out
	Planned date of Departure from UK
	Planned date of return to the UK

	
	
	

	[bookmark: _Hlk115950097]Staff to Student numbers / ratio
	How many countries are planned to be visited as part of the proposed trip?

	No of Staff:         No of Students:
Do not put personal information here
	

	Activity title

	Insert the title of your activity here

	[bookmark: _Hlk118449682][bookmark: _Hlk146553514]Detailed description / summary of types of activity to be conducted 

	Insert a summary of your activity – this should be sufficient for someone who doesn’t not know what your activity is or is unfamiliar with your subject area to gain a reasonable understanding of what it is you are planning to do and demonstrate to management that no significant risks are present within the proposed activities.
Statements such as attending an exhibition, workshop, or conducting a survey will be considered insufficient, please describe what the activity is and who else (outside of the travel group) will be involved. 


	Please detail remote alternatives considered and why these have been deemed not appropriate

	(give sufficient detail approx. 100 words).



Travel Schedule – This can be attached as a separate itinerary document
	Date/s of specific activity
	Destination country and regions to be visited
	Specific locations to be visited

	Insert the date/s each of your activities will take place on here 
	Insert the country and / or region to be visited for the specified date here 
	Insert the locations your activity will take place within this country / region here.

	
	
	

	
	
	

	
	
	



International Travel Risk Assessment and Action Plan – based on the pre-assessment questionnaire
	What are the hazards? 
	Who might be harmed and how?
	What are you already doing to control the risks?
	What further action do you need to take to control the risks?
	Who needs to carry out the action?
	Target date for action?
	Initials when complete
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